Welcome to the Accommodations Q&A Session
for Spring 2018 Testing

Please call: 1.888.793.5581



Topics Please call: 1.888.793.5581

1. Requesting ACT-approved accommodations and English
Learner (EL) supports in TAA

Decision Notification

Requesting reconsideration

Searching by status and completing an advanced search
Common Missteps

Late Consideration

Ordering Practice Materials

TAA PIN Report

© NS O WD

ACT phone: 800.553.6244, ext. 1788
email: ACTStateAccoms@act.org



1. Requesting ACT-Approved Accommodations and English Learner
Supports: Resources

* The Test Accessibility and Accommodations (TAA) Login Screen:
https://readiness.act.org/ccr/app/home

« TAA User Guide:

www.act.org/content/dam/act/unsecured/documents/user-guide-test-
accessibility-and-accommodations-2016-08-16.pdf

« Training videos:
http://www.act.org/content/act/en/products-and-services/the-act-
educator/accommodations.html

« Consent to Release Information to ACT

http://www.act.org/content/dam/act/unsecured/documents/TAA%20Consent%?2
0to%20Release%20Information%20t0%20ACT. pdf

ACT



1. Requesting ACT-Approved Accommodations and English Learner

Supports: Resources

ACT Approved Accommodations Policy for Documentation:

http://www.act.org/content/dam/act/unsecured/documents/6368%20ACT%20P
olicy%20for%20Documentation-Web.pdf

ACT Policy for Supporting English Learners:

http://www.act.org/content/dam/act/secured/documents/act-policy-for-
supporting-english-learners.pdf

Success for You and Your Students:

http://www.act.org/content/dam/act/unsecured/documents/SuccessforYouandY
ourStudentsACTTestAccoms.pdf

Accommodations vs. Arrangements:

http://www.act.org/content/dam/act/unsecured/documents/AccomsvsArrangem
ents-SandD.pdf

ACT



1. Submitting Requests in TAA: TAA URL

https://readiness.act.org/ccr/app/home

ACT


https://readiness.act.org/ccr/app/home

1. Submitting Requests in TAA: Log In Screen

We are currently transitioning our systems to an updated sign in experience.

Let us know below what you are trying to do and we will point you in the right direction

Order Materials Request Test Accommodations and English Learner Supports

Go to Ordering Go to TAA

IMPORTANT NOTE: If you are a Supplier in ACT's Supplier Registration and Payment System (SRPS), please use the same email address to create an account in
the Test Accessibility and Accommodations System (TAA). If you need assistance accessing your account, please contact ACT Customer Support at 877-789-2925.

ACT I



1. Submitting Requests in TAA: Log In Screen

Sign In
Sign in to Test Accessibility and Accommodations (TAA) or ACT Enroll
If you are looking for access to another type of account click here.

C il - I -
cmail or username

) Show Password Forgot password?

Don't have an account?
Create Account

ACT



1. Submitting Requests in TAA: Deadline

All requests must be submitted by January 12, 2018

ACT I



1. Submitting Requests in TAA: Add Your Organization

Katie Featherston Manage Account LOG OUT

I ACT Test Accessibility and Accommodations System

Account setup incomplete. Please associate yourself to an Organization and request a role to
continue setup...

Add/Manage Organizations

ACT I



1. Submitting Requests in TAA: Add Your Organization

< Back to Test Accessibility and Accommodations System

My Account

My QOrganizations

IMPORTANT MNOTE: If you are having trouble locating your organization, please check that the country or state you have provided is correct. If the country and state are correct and you
are still having trouble, try searching under "All Countries” or "All Cities." If you rieed further assistance, please contact ACT Customer Support at 877-861-3003.

@ Information! Please select the organizations that you represent

< return o menu

All Countries - All States - All Cities M act high schoo | m

CONTRACT HIGH 5CHOOL
2825 W MERCER WAY
MERCER ISLAND, WA

ACT HIGH SCHOOL
asd

IOWA CITY, 1A

ACT HIGH SCHOOL DISTRICT
100 MAIN ST
IOWA CITY, 1A

ACT



1. Submitting Requests in TAA: Request TAA Access

HIGHLAND PARK HIGH SCHOOL, HIGHLAND PARK, IL

Select the appropriate role below to gain access to the Test Accessibility and Accommodations System. Once approved, both test coordinators and test accommeodations
coordinators can request accommedations on behalf of examinees at your school.

Test Coordinator: Each school must have one test coordinator. The test coordinator's access is approved by ACT. Once the test coordinator has access, hefshe can grant
access to test accommodations coordinators.

Test Accommodations Coordinator: Do NOT request this access unless your school has a test coordinator with access to the Test Accessibility and Accommodations System.
If your school has a test coordinator, request that he/she approves your test accommodations coordinator access. ACT does not approve access requests for test
accommodations coordinators.

Cancel Request Test Coordinator Role Request Test Accommodations Coordinator Role

ACT



1. Submitting Requests in TAA: Request TAA Access

Request Role

Test Coordinator Access Form

Request Role

Test Coordinator Access Form
Do you agree to take responsibility for granting, revoking, and managing

Are you an employee of an educational institution who needs to enter : PO s Py
requests for test accommodations on behalf of examinees taking the ACT? your educational institution’s TAA roles/accesses?

Request Role

Test Coordinator Access Form

Do you have permission and authority from your educational institution to
access and disclose student-level data and other sensitive personal
information related to accommodations requests you submit through TAA
on the examinee's behalf?

cencel ﬁ

ACT



1. Submitting Requests in TAA: Request TAA Access

Request Role

Test Coordinator Access Form

Please provide the name, title, phone number and email address of an administrator at your educational institution who can certify that you have permission and
authority to access and disclose student-level data and other sensitive personal information that support the accommodations requests submitted through TAA on
behalf of examinee(s).

Do not include your name and contact information below. You cannot self-certify your access rights.

*Administrator Name: (Valid Characters are A to Z)
*Administrator Title: (Valid Characters are A to Z)

*Administrator Phone Number: (No dashes, e.g.
8777892925)

*Administrator Email Address:

* Required

F" Ml Save and Continue ¥

ACT



1. Submitting Requests in TAA: Search for Requests Before Entering
a New Request

Search for Requests in TAA Before Entering a New Request

To avoid entering more than ane requestfor the same examinee, checkto see if a request has already been started or
submitted using these steps.

1. Type inthe examinee'’s [astname.

Search Examinees

Yeu may tarch By Tirgt nams. 1318 rame Fawimr WF:ml andigr Aceommsdaten PIM
A COMm03nS PN 1 J_,.-""l:l!l! M \I First Nams#
"

— Sl
EI o 2‘ m

2. Clickthe Search button.

Agcommodations PIN Tast Last Name First Mame Middle Intial Siatus
JITOF DX The AT SHMITH JOHM I In résvie
The ACT SMITH EMAMIMEE L In revie

ACT



1. Submitting Requests in TAA:
Request

Examinees

Sort any column below by clicking on the title.

52 results.

State Student

TAA PIN ID ACTID Test Last Name
GMLIACYU =] 86429753  ACT National BAILEY
@ and Special
Testing

ACT

Submitting an Action Required

Submitted Submitted
ertification Date By

First Middle
Name Initial

Status

Action
Required

GEORGE




1. Submitting Requests in TAA: Submitting an Action Required
Request

Request History for GEORGE BAILEY

Download, view, and print the Decision Notification, OR edit a request to submit for reconsideration.

State StudentID e
Ll Update State Student ID
OR
ACTIDe
*ACTID 86429753 Update ACT ID
Requests
est Accommodations/Supports Requested Status Submitted Date Submitted By Action
ACT National and Special Testing  TC 5 - Standard time with stop-the-clock breaks (one day) Action Required Delete Request

ACT



1. Submitting Requests in TAA: Using the Blue Icon and Previous
Button

Note: Wherever you see an (i) icon, you may hoverover it for more information.

Note: Please use the Previous button when navigating in TAA, if needed. Do not use your browsers back button.

ACT



1. Submitting Requests in TAA: Examinee Details

Test Accessibility and Accommodations System

Examinees

New Request

ACT



1. Submitting Requests in TAA: Examinee Details

CASCADE HIGH SCHOOL, CLAYTON, IN Katie Featherston LOG ouT

Test Accessibility and Accommodations System Choose another organization

New Request

Please ensure that a signed release of information to ACT is on file at school for this student prior to beginning a new request.

Please access the Test Accessibility and Accommodations User Guide for instructions on how to navigate the system,

Examinee Details

Examinee

Required fields marked *

TAA PIN:

*State StudentID OR *ACTID
*First Name Middle Initial

*Last Name

*Date of Birth (MM/DD/YYYY)

*Address

Previous Request Information

*Has the examinee been previously approved for accommodations and/or supports by ACT?

Yes

No

®



1. Submitting Requests in TAA: Testing Information

New Request

1. Examinee

Testing InformationMe=srm

Testing Information e=erm
GEORGE BAILEY

Required fields marked *
*Select a test

® The ACT

ACT



1. Submitting Requests in TAA: Reason for Request

*Are you requesting ACT-approved accommodations for the examinee?

Yes
= No

*Are you requesting English Learner supports for the examinee?

Yes
= No

ACT



1. Submitting Requests in TAA: Reason for Request

Clickthe radio button next to all diagnosed disabiltties that apply, andfortype in a specificdiagnosis in the window provided
forother disability.

Diagnosed Disabilities gzerm

Cognitive/intellectual Disability

o Intellectual Impairment (F510==85)D5M 318.00
o TraumaticBrain Injury

o Post-Concussive Syndrome

Learning Disability

Reading Disorder/Dyslexia—D5M 315.00

o Math Disorder— DSM 3151

o Disorder of Written Expression— DSM 315.2
o SpeechiLanguage Disorder—-DSM 315.39

=]

Motor Disability

o Cerebral Palsy

o MuscularDystrophy

o Quadriplegia/Paralysis of Upper Extremities

F’s:.fcl'uzulc:gu:alDlsamlrnr

Attention Deficit Disorder (ADHD)—DSM 314.00
Autism Spectrum Disorder-DSM 299.00
Anxiety Disorder

Depression
Emotional/Behavioral Disorder (schoolteam)
FDD, Asperger's— DSM 299.80

Tourette's/Tic Disorder

DDDoDoD oD

Sensory Disability

Blind/Legally Blind {in both eyes)
o Deaf

o Hearing Impairment

o Visuallmpairment

=]

FhysicalMedical Disability
o Diabetes

o Migraines

o Epilepsy/Seizures

—>

»  (Other Disability
o Ifthe examinee's diagnosed condition(s) does not appear onthe above list, type in a specific diagnosis inthe other
disability window.

Criharr Disabil

o Forexample,ifthe examineeis confinedto his or her home, ora medical facility, enterthis under other disability.

» Clickthe Save and Continue button.

ACT



1. Submitting Requests in TAA: Reason for Request

Please Specify the examinee's native language.

Spanish

Mandarin{spoken)/Chinese Traditional(written)
Mandarin(spoken)/Chinese Simplified(written)
Cantonese(spoken)/Chinese Traditional(written)
Cantonese(spoken)/Chinese Simplified(wntten)
Arabic

Russian

French

German

Vietnamese

Korean

Hatian Creole

Tagalog

Somali

Other - Please Specify:

ACT



1. Submitting Requests in TAA: Plan Details

New Request

1. Examinee = 2. Test 3. Reason

Plan Details e=x

SSagl - SNTE.

*What kind of accommodation plan does the examinee have?

IEP
504

Official Accommodations Plan &

Exceptions Statement €

ACT



1. Submitting Requests in TAA: Plan Details

New Request

1. Examinee = 2 Test 3. Reason

Plan Details ez

*Does the examinee receive English Learner supports at school?

o Yes
No

ACT



1. Submitting Requests in TAA: Requested Accommodations and
Supports

8. Clickthe radio button(s) to request specific accommaodations, ortype in a request.

Requested Accommodations ern

« Click all Setting & Location Accommuodations that apply.
preferential seating — school provides

standing, walking or pacing

administration fromhome or care facility
background music/noise buffers (auditory calming)
individual test administration (room to self)

special lighting

adaptive/special furniture

modified acoustics (FM system)
foodidrink/medication inthe test room

wheelchair access

DODDDDODDODO

« (Click all Response & Mavigation Accommodations that apply.
o scribe
o speechto text
o SMA (student marks answers in booklet)
o keyboardnavigation

Click one of the Presentation & Formats, if it applies.

o reader (human)

o pre-recorded audio

o computer (essayor short answer for paper testing only)
o Braillefraisedline drawings

o largetype test bookletand answer sheet

o American Sign Language forinstructions only

o Exact English Sign Language fortest items

+« (Clickonthe radio button next to one of the Timing Accommodations.
TC 1 - standardtime (one session, one day)

TC 2 — doubletime (over multiple days)

TC 3 —triple time (over multiple days)

TC 5 — stop the clock breaks (one day), or

TC 5 — standard Time (over multiple days)

TC 6 — time-and-one-half, self-paced (one session, one day)
TC 7 —time-and-one-half (over multiple days)

TC 8 — extendedtime on essay/constructed response only

ODDO0DO0DDODDOD

« Type in specific accommodations inthe other accommodations window if the examinee’'s accommodation(s) does not
appearonthe above list.
+ (Clickthe Save and Continue button.

®
ACT I




1. Submitting Requests in TAA: Uploading Documentation

8.  Upload documentation.
Documentation gzmrn

»  Clickthe link to the Accommodation Documentation Guidelines for more information.

< Download Accommodation mentation Guidelines

» Clickthe Choose File buttonto upload documentation forthe following categories:
o |EF, 504, or official accommodations plan
o physician diagnosis
o complete evaluation
o other documentation

IEP, 504 or Official Accom Plan

Choosé File |Bo file chosen Upload

+ DMNavigate to the document.
+« Clickonthe documentto selectit.
+ Clickthe Open button.

File name: bampl: IEP pages - :[tﬂ‘h}ﬂ‘! Files -

(‘ Oipen |v :,l Cancel

— —

* Clickthe Upload button.

|IEP, 504 or Official Accom Plan

o
Choose File | Sample IEP pages.docx Qp_lcl_?f)

+« Repeatthe steps above to attach more documents, as needed.
# Clickthe View iconto review an uploaded document, if necessary.
+ Clickthe Delete iconto delete an uploaded document, if necessary.

IEP, 504 or Official Accom Plan _—

Sampile IEP pages. docx 0062014 [ wviewh : ':>

+ Clickthe Save and Continue button.

ACT



1. Submitting Requests in TAA: Reviewing and Submitting the
Request

10.  Review the request, acknowledge thatthe information provided is accurate and vou have a signed release of information on
file at school, and printa copy of the request.

Review ¢rum

e

Note: Please use the Previous button when navigating in TAA, if needed. Do not use your browser's hack button.

+« Review the examinee details.

s  Review the testing information.

+ Review the diagnosed disahbilities.
o Clickon the Edit Diagnosed Disabilities button to make edits, if needed.
o Clickthe Save and Continue buttonto get back to the Review screen.

+ Review the plan details.
o Clickon the Edit Plan Details button to make edits, if needed.

o Clickthe Save and Continue buttonto get back to the Review screen.
+ Review the requested accommodations.
o Clickon the Edit Requested Accommodations button to make edits, if needed.
o Clickthe Save and Continue buttonto get back to the Review screen.
« Review the required documentation.
o Clickon the Edit Required Documentation button to delete the documentation thatis uploaded and upload new

documentation, if needed
o Clickthe Save and Continue buttonto get back to the Review screen

Click on the Print button at the top of the pageto printthe request.

Scroll down and clickthe check box to acknowledge that all information is accurate to the best of vour knowledage.
Clickon the signedreleaselink.

Frint the release.

Get a parent, or the examineeif 18 or older, to signthe release, or a school official may sign the release with parent
consent. Keepthe signedrelease onfile at school.

Closethe Consent to Release Information to ACT form by clicking on the “x™ to close the file.

« Clickthe Submit button to complete the request. You will see an on screen confirmation.

Confirmation

Yoaur requast has bean successiully submitted

«  Clickthe Print button to print the Confirmation page.

ACT



2. Decision Notification

“ACT

ng this email because the request for ACT-Approved Accommodations on the ACT® college readiness

Dear DIAN
| ssment for ROCCO DOG

Wa5 SUCCRss .II:, submitted,

Aecommodations Decision Notification

Within 15 businass days, you will recaive an email with instructions for s 3 an Accommodations Decision Notific
notification will list accommodations approved and/or not appro , If requested accommodations w
on the netification, you may submit additional documentation for reconsideration by ACT.

on for this request. The
ot approved, as indicated

Contacting Us
If you have questions, you may:

Call us 3t B00.533.6244, ext. 1788, or

Email us at AC

-

Thank yau,
ACT Test Accommadations

® _



3. Requesting Reconsideration

Request History for MATTHEW SMITH

Download, view, and print the Decision Notification, OR edit a request to submit for reconsideration.
DO NOT use the Create New Request button for an examinee whose request is currently in review or under reconsideration.

State Student ID o

*State Student ID 4907847 Update State Student ID
OR

ACTIDe

Assign Test Administration o
Associated Test Administrations : The ACT - February 2017 National, The ACT - April 2017, National, The ACT - June 2015

Test Administrations: Al Assign Test Administration

Requests

Index Test Accommodations/Supports Requested Status Submitted Date Submitted By Action

' The ACT  Reader (Human) Approved 11/16/2016 Katie Featherston Download Decision Notification
TC 3 - Triple Time (over multiple days)

Decision Document History

Edit for Reconsideration

ACT



4. Searching by Status of Requests

TAAPIN State StudentlD  ACTID Test Last Name FirstName  Middle Initial ~ Status Submitted Date  Submitted By

Statuses of Requests
All saved requests are stored in TAA. On the Home page of TAA, the Status possibilities are:

Action Required: These requests have not yet been submitted.

Note: ACT cannot access or review a request while it is in Action Required Status.
In Review: These requests have been submitted and are under ACT review.
Partially Approved: These requests have been reviewed, but only part of what was requested, is approved.
Approved: These requests have been reviewed, and all of what was requested, is fully approved.
Not Approved: These requests have been reviewed, but none of what was requested could be approved.
Reconsider: These requests have been submitted for reconsideration and are under ACT review.

ACT



4. Completing an Advanced Search

Conducting an Advanced Search in TAA
You may conduct an advanced search for all reguests submitted between specific dates usingthese steps.

1. Clickon the Advanced Searchlink.
= Advanced Search

singthe dropdown menu under Test, select the ACT.

Usingthe dropdown menu under Test Date, select vour test date.
Type in the month, date, andyear in the Submitted Date From field.
Tvpe in the month, date, and vear in the Submitted Date To field.

LI

& Advanced Search

2. Test 3. TestDate 4, Submitied Date From 5 Submitted Date To : ——
1 T b
. . l [ Search Q )
| J | J J

MMDDYYYY MW DDYYYY

Clickthe Search button.
7. Clickthe Clear button to start a new advanced search.

L=E

Refer to the Download Search Results below forinstructions to save this information in an Excel file.

ACT



4. Completing an Advanced Search: Download Search Results

Download Search Results
After completing a search, you may downloadthe search results.

1.  Clickthe Download Search Results button to create a C5V file of your search. (This is recommended if the list spans
marethan one page.)

2. Clickon the ExamineeDetails.csvfile in the lower left corner of the screen to view the Excel file.

(] ExamineeDetails.csv -

“dl A 8 C o E F G H I [ K L M N 0 P
1 ACCOMMIFIEST N LAST MAKMIDDLE TTEST MAKLAPPROVEI NOT APP INREVIEW INCOMPLETE ACCOMMODATIONS
2 UFDPIDE JOHN SMITH Y] The ACT Reader (Humanj| TC 3 - Triple Time [ower multiple days)| Preferentisl seating - School provides
=3

ACT



5. Common Missteps

1.Request will violate constructs being tested (e.g. translated
test questions)

2.Missed deadline for requesting approval
3.Documentation does not support

“* Requested accommodation is not included on the plan

* Reqguested accommodation not supported by
diagnosis/categorization (e.g. OHI/ADHD — Human
Reader)

4. Incompatible accommodations requested (e.g. Small group
and Stop the clock breaks)

ACT



6. Late Consideration

« Complete the Late Consideration Form
* Criteria:
— Newly Enrolled or Classified

— Newly ldentified Disability or EL status
— Medical Emergency

* Submit request in TAA

— Upload the completed late consideration form
under Other Documentation

ACT



7. Ordering Practice Materials

— Alternate format practice materials:
http://www.act.org/content/dam/act/unsecured/documents/Alt-

Format-Practice-Tests-Order.pdf
ACT

Order Form for Alternate Format Practice Tests

Use this form to place an order for the ACT® college readiness assessment format(s) that match the
format(s) you will request for your students for the actual administration. The items you order are free.
These alternate formats may be checked out by students or used to simulate a practice session in school.
Keep them at your school until they are no longer in usable condition.

With each format ordered, you will receive a copy of Prepanng for the ACT Special Testing. This booklet
includes the scoring keys and a large type (18-pt) Writing Test, which you may read verbatim to students.
Students who will test with a regular type test booklet should download Preparing for the ACT, which also
includes a Writing Test, from www.actstudent.org.

Please complete the form accurately and legibly to avoid delays in receiving your materials.
Please indicate which item you are ordering by marking the item box.
If you select an item without specifying the quantity, you will receive only one copy of that format.

Item uantity

l:l DVDs—includes a regular type booklet and DVD Usage Guidelines (0111651 PKT)

l:l Braille (including Raised Line Drawings)—includes a regular type booklet (01117711KT)
Braille Writing Booklet—for Braille users taking the ACT Plus Writing (01117709W)

[ | Raised Line Drawings (for use only by students requiring oral presentation) (01117311KT)
IF YOU CHOSE BRAILLE, DO NOT MARK THIS BOX.

00 OF

l:l Large Type Booklet—includes a large type workshest (01117511KT)

Ship to: Please print or type. All fields are required unless stated othernwise.

Name and Title (if applicable)

)Wﬁtm\Iame [(} JDPW

| am ardering as an individual (e.g. parent), not for a schoo!

Fax your order to:

ACT
319.337.1221

ACT



8. TAA PIN Report

In PANext, under reports, click on select an action, then click
on operational reports.

TESTING REPORTS

* Program istematicn ' L

General Inquiries

Phone: 8005536244, ext. 2800
N Wabsie: Contact Us
I Department of Accommodations Questions

Phione: 800,553 6244, sxt. 1782

-
Ed ucatlon Email: &4CTStateAcooms; Eact.org
L Customer service hours (exciuding ACT holidays):

Manday = Friday: T:00 a.m. = 5:00 pum. Gentral
ACT State Testing 2017

Timse




8. TAA PIN Report

» On the left hand side below report categories, checkmark student & registration.
Then click on Student Tests with TAA PIN

L & c = (7}
Home Seiup Testing Reports Support

Operational Reports

Report Categories Enter Report Name

Organization : }
¥ Students & Registrations @ Students & Registrations
Online Testing rregularity Summary

Irregularity reason counts by organization and test
Orders & Shipment Tracking

Users rregularity Detail
Report of irregularities for student tests

Student Tests with TAA PIN
List of all student tests with TAA PIN Code

Student Counts
Display the number of enrolled and registered students by
organization.

Student Org Enroliment Report
Student Org Enroliments by date

Students Enrolled but not Registered for Test
Administration

List of all students that are enrolled for a test
administration but are not registered

Student Registrations Report
Student Registrations By Test Admin

Student Registration Summary
Students Registrations by Test

Students Registered but not Assigned to a Test

List of all students that are registered for a test
administration but do not have any student tests assigned

to them

ACT I



8. TAA PIN Report

» The filtered organization is already determined (selected on the top right hand
corner). On the drop down menu for test select The ACT. Under the

accommodation status select retrieved then refresh report and download the
report.

@ -] ™ = (2]
Home Setup Testing  Reports  Support

Operational Reports

Student Tests with TAA PIN

List of all student tests with TAA PIN Code

Exit Report

No report available. To obtain report, please use the Request Report Refresh option below

Request Report Refresh

Report Parameters
Organization

BRADFORD HIGH SCHOOL (430160)
Test Administration

ACT > TENNESSEE > ACT 2017
Filtered Organization

BRADFORD HIGH SCHOOL (430160) v
Test

The ACT v
Accommodation Status

Retrieved v

ACT




ACT Contact Information and Resources

« Phone: 800.553.6244, ext. 1788

 Email: ACTStateAccoms@act.org

ACT
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